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1.  GENERAL INFORMATION AND PURPOSE. 

The purpose of this guide is to provide information and procedures for developing and 
processing Maxwell AFB and Air University publications. This training guide is designed to 
provide assistance to Office Of Primary Responsibility (OPR), publication monitors, project 
officers, and publishing personnel. This guide is not intended to be less restrictive, replace, or 
contradict any higher headquarters directives.  In case of conflict, higher headquarter directives 
always takes precedence.  Potential users who want their publication published should conform 
to the standards of this guide and AFI 33-360, Volume 1, Publications Management Program.  

2.  DEFINITION OF PUBLICATIONS. 

A publication is an officially produced, published, and distributed document issued for public 
use; for example, for compliance, implementation, and or information. Publications are the most 
effective and economical way to implement policies and procedures.  They are produced under 
controlled procedures that ensure coordination, review, certification, and approval to meet 
historical and legal requirements.   

3.  PUBLICATION CATEGORIES.   

There are two categories of publications:  directive and nondirective.  When choosing a 
publication type, determine the type of information to be published and check the definition for 
each category. These two categories are used as a descriptive way to quickly determine whether 
compliance with a publication is mandatory or if it is informational. 

3.1.  Directive Publications.  One that is necessary to meet the requirements of law, safety, 
security, or other areas where common direction and standardization benefit the Air Force.  The 
following are the most commonly used type of directive publications and a brief description of 
each: 

3.1.1.  Instructions.  Instructions provide essential procedural guidance necessary to implement 
Air Force policy in the field. Use an instruction if you want to direct action, ensure compliance, 
or give detailed procedures to standard actions across the Air Force. Instructions may be 
supplemented at any level.  

3.1.2.  Manuals. Manuals are extensions of instructions used as guidance documents for 
procedures that usually contain examples for performing standard tasks or supporting education 
and training programs.  Manuals may be supplemented at any level. 

3.1.3.  Supplements. Supplements add material to publications issued by higher headquarters or 
agencies. Each supplement bears the number of the parent publication.  Keep supplements as 
restrictive as the basic publication. 
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3.1.4.  Operating Instructions. Operating instructions (OI) assign responsibilities, direct 
actions, and prescribe procedures within organizational elements such as a headquarters staff 
office, flight, detachment, squadron, department, division, branch, functional area, or similar 
units. If the subject matter requires careful review of written procedures and a historical record, 
use an instruction.  Operating instructions are maintained by each organization.  Per OPR 
request, Publications Management reviews OIs for format. 

3.2.  Nondirective Publications.  Nondirective publications are informational and suggest 
guidance that you can modify to fit the circumstances. Complying with publications in this 
category is expected, but not mandatory. Use these publications as reference aids, “how-to” 
guides, or as sources of official information. Nondirective publications may not be 
supplemented, nor prescribe forms or RCSs, nor issue ICs or EMCs.  The following are the most 
commonly used type of directive publications and a brief description of each: 

3.2.1.  Pamphlets. Pamphlets are informational publications which normally are "how to" 
documents and may include procedures for implementing Air Force policies. You may write 
pamphlets in a more informal style than instructions, if warranted. In special cases, pamphlets 
need not follow the format prescribed for instructions. 

3.2.2.  Indices.  Indices are informational publications that serve to guide, point out, or otherwise 
facilitate reference.  The currency and accuracy of publications can be determined by reviewing 
indices. 

3.2.3.  Visual Aids.  Visual aids are posters or graphic illustrations for display on walls, bulletin 
boards, desks, and other places. They usually do not require fill-in information.  OPRs should 
combine and issue visual aids at the highest levels, when possible. There are two types visual 
aids: 

3.2.3.1.  Permanent Visual Aids. These explain or instruct. Number, date, and index these 
visual aids just like other publications. 

3.2.3.2.  Temporary Visual Aids. These inform or motivate, such as a poster promoting safe 
driving. As a rule, limit display to 90-calendar days or less. Show an expiration date in small 
type at the bottom of the visual aid.   

3.2.4.  Base or Headquarters Official Bulletins. These contain temporary announcements, 
notices, and instructions. Each base issues only one bulletin. 

4.  ROLES AND RESPONSIBILITIES. 

4.1.  Approving Officials.  These officials are responsible for policies and procedures that 
pertain to their functional area.  Approval officials at all levels: 

4.1.1.  Enforce policies and procedures governing publications, periodicals, and forms within 
their activities and subordinate elements.   
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4.2.2.  Review, comment on, and approve draft manuscripts of publications when coordination or 
approval is required. They ensure the proposed publications do not conflict with higher 
headquarters directives or the policies and procedures in their areas of responsibility.   

4.3.3.  Approve publications on the AF Form 673, block 21, that verifies the publication is in 
consonance with Air Force doctrine, existing law, National, DoD, and Air Force policy, and is 
approved for publications.  The signature block (name, rank, and title) of the approval authority 
appears on the last page of the publication, before the attachments.   

4.3.4.  Normally, the approving official is a minimum of one organizational level above the 
certifying official. 

4.2.  Certifying Officials. Normally, the certifying official is a minimum of one organizational 
level above the OPR.  The certifying official: 

4.2.1.  Certifies the need for the publication, to include currency of information, applicability to 
the Air Force, and propriety of content. 

4.2.2.  Ensures the publication is in good taste by signing the AF Form 673, block 18.   

4.2.2.  Before signing the AF Form 673, block 18, it is the responsibility of the certifying official 
to make sure publications are not less restrictive than the basic publication. If needed, they can 
be more restrictive. 

4.3.  Offices of Primary Responsibility (OPR).  The OPR is the one who writes or authors 
publications.  OPRs are fully accountable and totally responsible for their publications and 
should: 

4.3.1.  Coordinate with the Publications and Forms Management offices before developing 
publication and/or form in order to adhere to publishing requirements.  

4.3.2.  Make sure publications conform with requirements and standards of AFI 33-360, Volume 
1.  See AFI 37-160, Volume 8, The Air Force Publications and Forms Management Program–
Developing and Processing Forms, (will convert to AFI 33-360, Volume 2), for forms 
requirements and standards. 

4.3.3.  Ensure technical content of the publication is as restrictive as the higher-headquarters 
publications and does not contradict higher-headquarters publication.  

4.3.4.  Keep existing publications and prescribed forms current.  Promptly rescind those 
publications and forms no longer needed. 

4.3.5.  Write simply and concisely, using short and familiar words and short sentences and 
paragraphs. 

4.3.6.  Do not include information that conflicts, belongs in, or duplicates another publication. 
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4.3.7.  Do not include information that could cause adverse public opinion of the Air Force. 

4.3.8.  Do not include advertisements or material that imply, in any way, the Air Force endorses, 
favors, or restricts the use of a commercial product, commodity, or service. 

4.3.9.  Coordinate with offices having a functional interest, as well as the minimum mandatory 
coordinators.   

4.3.10.  After notification from Publications Management, notify targeted audience via E-mail, 
correspondence, or fax when a publication or form is officially published.  Notification is for 
new, revised, changed, and rescinded information. 

4.3.11.  Formalize new policy issued by a memorandum or message in an official publication 
within the specified 120-calendar days after the date of the memorandum or message. 

4.4.  Publications Monitors. A publications monitor serves as the liaison between the 
organization and the Publications Management office.  Publications monitors are responsible for 
managing organizational publications at unit level by assisting OPRs and providing guidance for 
processing publications.  Publications guidance is conveyed to OPRs through publications 
monitors concerning status of publications, changes to existing publication, and development of 
new publications.  Publications monitors are responsible for: 

4.4.1.  Maintaining and complying with publishing standards and formats in AFI 33-360, 
Volume 1. 

4.4.2.  Maintaining official records set of organizational publications.   

4.4.3.  Initiating review of publications every 2 years in the anniversary month using an AF Form 
1382. 

4.4.4.  Notifying  OPRs when a publication if officially published. 

4.4.5.  Publishing index listing current organizational publications.  

4.4.6.  Submitting a memorandum, signed by approving authority, appointing a primary and an 
alternate publications monitor.  Include the designee’s name, rank, office symbol, and telephone 
number.  Submit changes as they occur. 

5.  DEVELOPING DRAFT PUBLICATION. 

5.1.  Planning and Research.  When developing a draft publication, it is important that the OPR 
research higher headquarters directives to determine what type of publication is needed.  
Conduct an in-depth research to ensure that there is no more than one publication in the same 
subject area.  Inadequate research can result in issuing conflicting instructions or publishing a 
nonessential or incomplete publication.  If a higher headquarter is in existence, consider 
developing a supplement.   
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5.2.  Standard File Format.  The standard file format for submitting Maxwell AFB and Air 
University publications is Microsoft (MS) Word, single spaced, 12-point Times New Roman, 
and 1-inch left, right, top, and bottom margins.  Prepare draft publication in accordance with 
sample in Figure 1.  Detailed instructions on formatting the draft can be found in Figure 2.  See 
also AFI 33-360 Volume 1, Section 3D, for additional formatting and editing guidance. 

6.  COORDINATING DRAFT PUBLICATION. 

6.1.  Coordinating with Affected Organizations.  When preparing the draft for coordination, it 
is essential that your publication is coordinated properly through your chain of command and all 
affected organizations.  Coordinate with the command level of all staff offices that have a 
technical or functional interest in the content.  Before publications are processed for publishing, 
it is mandatory that you allow organizations the opportunity to add their input and concur with 
the information that affects them.  All noncurrences and unresolved issues should be resolved 
before publication can be published.  See AFI 33-360, Volume 1, Table 3.1, Coordinating a 
Publication—Functional Rules for required minimum mandatory coordination. 

6.2.  AF Form 673.  The AF Form 673, Request to Issue Publication, is used by the OPR when 
coordinating the draft of new or revised publications.  A fully-coordinated and signed AF Form 
673 must accompany each publication for processing.  Without it, the final draft publication 
cannot be published.  See Figure 3 for a sample AF Form 673.  Use the instructions in Figure 4 
for completing the AF Form 673. 

7.  OTHER COORDINATION OPTIONS.   

Draft publications can be coordinated using other options such as a staff summary sheet or e-
mail.  If other means are used to coordinate your publication, include a copy of that document 
showing concurrence, nonconcurrence, and any comments when submitting draft coordination 
package for publishing.  NOTE:  The AF Form 673 with the signatures of the certifying and 
approving authorities is always required.  Record sets, to include all documents that show 
coordination, are required to be maintained by the Publications Management office.  The 
following options are approved as other means of coordination:  

7.1.  Staff Summary Sheet (SSS).  The following steps are proposed procedures to follow when 
coordinating using an AF Form 1768, Staff Summary Sheet: 

7.1.1.  List all organizations included in coordination. 

7.1.2.  Briefly summarize the purpose of the draft package and actions required.  Ensure specific 
instructions are given to Wing or AU Commander when recommending them to approve draft 
publication.  NOTE:  Normally, the only action needed for Wing/AU CC’s approval is their 
coordination on the SSS.  The functional organizational commander (signature block on SSS) is 
the approval authority for publications.  
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7.1.3.  Include all necessary documentation needed to support the coordination package in the 
Tabs. 

7.1.4.  Once coordination of SSS is complete, type in all required information on the original AF 
Form 673.  In Section II of the AF Form 673, list all organizations from the SSS under the 
functional address symbol.  Type “See Staff Summary Sheet” in the section that requires 
signatures. 

7.1.5.  Obtain signatures of certifying and approval authority on the AF Form 673. 

7.1.6.  Submit fully-coordinated and completed coordination package, to include SSS and AF 
Form 673, for publishing. 

7.2.  E-Mail.  Coordinating using e-mail enables the OPR to route draft publications to various 
organizations without having to print multiple copies.  Because this method allows the OPR to 
assume the sender’s authenticity, the individual coordinating on the publication must send the e-
mail showing concurrence or non-concurrence.  NOTE:  Only the electronic response you 
receive from the coordinating agency commander will take the place of the signature on the AF 
Form 673.  As the signature of the certifying official is required to release the draft when 
coordinating using AF Form 673, the OPR should get approval before sending e-mail.  The 
following are proposed procedures to following when coordinating using e-mail:   

7.2.1.  In the text of the e-mail message, give a brief statement explaining the purpose of the 
draft, who it applies, and how it affects the receiver.   

7.2.2.  To promote efficiency and expedite coordination, let the receiver know what paragraphs 
or section of the draft applies to their organization.  Remind the receiver that it is required of 
them to send the e-mail back showing inputs and whether they concur or non-concur.   

7.2.3.  Attach the draft publication to the e-mail message. 

7.2.4.  Submit fully-coordinated and completed coordination package, to include SSS and AF 
Form 673, for publishing. 

8.  PUBLISHING PUBLICATION.   

Once coordination is complete and all required signatures have been obtained, send fully-
coordinated draft package to Publications Management (42 CS/SCBPP) for publishing.  
Publications Management will edit, format, and review structure of draft to ensure it meets 
publishing standards.  OPRs will be provided a last-chance review of their publication by e-mail 
before publishing.  Once this review is approved by the OPR for publishing, 42 CS/SCBPP will 
send a request to the Webmaster for publication to be posted to the 42 Communications Website.  
(See official website address for publications in paragraph 9).  OPRs will be notified by e-mail 
once publication has been officially posted. 
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9.  MAINTAININING CURRENCY OF PUBLICATIONS. 

Users of publications (including supplements) and forms must make sure they are always using 
the current, officially published version.  Whether you have electronic access or a paper copy of 
Maxwell AFB or Air University publications, verify your version against the Maxwell AFB 
Index 2 published monthly on the 42d Communications Squadron website at:  
http://www.maxwell.af.mil/42abw/42cs/ (click on Publications Management).  This is the 
officially designated online site for electronic publications. 

10.  ANNUAL REVIEW OF PUBLICATIONS.   

Each year during the anniversary month of a publication, an AF Form 1382, Request for 
Review of Publication And/Or Form, is initiated by Publications Management for review of 
publications.  This form is used to inform the OPR of the required annual review to determine 
whether the publication is current and essential, requires revision, or unnecessary and can be 
rescinded.  NOTE:  If publication is unnecessary and can be rescinded, the signature of the 
approving authority is required.  During this review, only the status of your publication is being 
requested.  Once the status of the publication is determined, send the completed form by the 
suspense date on the form.  The OPR can also use this form to advise Publications Management 
if there has been a change in the OPR (approving authority signature required) or to rescind the 
publication.  This form is also used during a special review when the basic publication of a 
supplement has been revised or superseded. This form is essential to the Publications 
Management records set and must be returned. 
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Figure 1.  Sample Draft Instruction (First Page) 
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Figure 1.  Continued (Sample Last Page) 
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Figure 1.  Continued (Sample Attachment Page) 
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Figure 2.  Draft Format Instructions 
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Figure 2.  Continued 
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Figure 2.  Continued 
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Figure 3.  Sample AF Form 673 
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Figure 4.  AF Form 673 Instructions 
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Figure 4.  Continued 
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Figure 5.  Sample Supplement 
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Figure 5.  Continued (Sample Supplement Last Page) 
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Figure 6.  Sample Operating Instruction 
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Figure 6.  Continued (Sample OI Last Page) 

Format operating instructions (OI) in the same manner as an instruction.  For numbering 
OIs, select the applicable series subject and number and assign a control number.  (See 
AFI 33-360, Vol 1, Attachments 7 and 8).  Start control numbers with the Arabic 
number 1 for each series.  The OPR determines the title of the OI based on the overall 
content.  NOTE:  The approving authority of the organizational element 
(squadron/flight commander, director, etc.) signs the operating instruction above the 
signature block. 
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Figure 7.  Sample AF Form 1382 
 


